TREASURY

MANAGEMENT

Manager’s Console
Add a New User

1. Login intowww.anytimepayments.comuith your manager user name and

password.

2. When you first login you will notice a brief summyahat is happening with your
account. If there are ariyarnings’ please ignore them. They are for bank use
and you do not need to be concerned with them.

3. From the home screen, select Ythew/Edit Settings option from the menu on the

left.
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4. Select option number 8 f&dit User Logins.

ZIONS BANK"

W Moy s Fosgoren B e Beops 03 e Brsliess

Zions Bank
Zions Bank
ACCT: 060125932

Home

Find Customer

Add [ Edit Customer
Craate Payment{s])
Edit'Cancal Payment(5]
Viaw Paymant &larks
View Payment Histary
View Future Payments
View Daposit History
View Batch Status
View Return Dabits
View Refunds Issuesd

Wm N kWM
B

Advanced Reports 0,
Edit Associations 11
Wiew / Edit Settings 12

Bank Lookup
ACH Return Codes
Upload Batch Files

View Invoicas
Announcements

Tum Tooltips On
Online Training

Add/Edit User Accounts

Logosit

EDIT SETTINGS

. Change Notifications

Edik Online Paymank Farm Satkinga

Edit 'Wirtual Terminal' Fees

Change Password
Change Login Display Setlings

Test y B i r
Tast ‘th,“."‘ El:gng!,"a[d page
upload & Graphic Imags Fils
Edit T2 Departments

Edit User Logins

Edit Us=r { ogins

Edik VT2 Apolicastion Sektings
Edit Email Confirmabon Sekttings
Fadaral ACH Holidays

5. Have the new employee create and enter a user aagngassword. This will be
used to login to process a transaction. TheyMN@IT be able to use this to view
reports or add new users. Click 8ave Loginto add and save. The login
username and password have no specified lengtbd@nadt require a number
although adding at least one number to the passlwoetommended.

VT 2.0 LOGIN MANAGEMENT
before you can use the VT 2.0 page.

TiT Edit! Add Login
&dd, Edit, or Daeleta |logins as needed.
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contractors to access the admin system. You must define at least one VT 2.0 login
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Reset a User’'s Password

1. Go to theView/Edit Settingsmenu and select number 8 as if you were adding a
new user. Scroll down to the bottom of the page seleciEdit next to the user
that you need to reset.

VT 2.0 LOGIN MANAGEMENT Test Loain Test VT2

Note: Thess are different than the individual user logins that allow employess or
contractors to access the admin system. You must define at least ona VT 2.0 login
before you can use the VT 2.0 page.
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Add, Edit, or Delete logins as needed.

User Nama: Password:

Stave Elllllil |

First Namea:
|Sta'.re

Last Name:
|Guasfind|

Selectedit
to reset.
UssiName. Weme [eom /
tast test test if m}{
testl test test g /
test test test " }(
¥ N

2. Clear out the dots that are in the password fiattir@type new password in this
field. SelectSave Login The password change is immediate.

VT 2.0 LOGIN MANAGEMENT Test Login  Tesk VT2
MNote: These are different than the individual user logins that allow employess or
contractors to access the admin system. You must dafine at least one VT 2.0 login
before you can use the VT 2.0 page.
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View Transaction Summary and Batch
Reports

1. Login towww.anytimepayments.comSelectAdvanced Reportsfrom the list on
the left.
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2. The date will default on today’s date. To viewifhetlent day, change the date at
the top and seletipdate.

ADVANCED REPORTS

'ﬁli‘ Date Range For Repork

Bagin Date (MM/DD/YYYY) End Date (MM/DD/YYYY)

1211712007 = | 121712007 " Update

Current dete range: 12172007 e 12717 [ 2007

101 All Peyments List all peyments mads whether or not they wars
successful.
inz Depasite List depasits made to your sceaunt by Modern Payments

during the snerified date ranns

Change your
beginning and
end dates and
selectUpdate
to change the
data.




3. Scroll through your list of reports to select tippeopriate report. Below is a list
of the ONLY reports you will need to worry about.

Report 101 — Will show all payments that were appdoand declined.

Report 105 — Show credit card payments by date.

Report 119 — Lists credits issued back to the card.

Report 122 — Lists transactions by user name.

apop

Refund/Void a Transaction

1. To void a transaction or refund a card, follow steps above to access an
Advanced Report When the report comes up, select the item nummibéhe left

Select side of the transaction.
the
item Modern Payments--All Transactions
number Date Range: mz:gg?;::f}gﬁa 12/17/2007
that
you \mm_-mml_m
need to 1 ACH 10/20/07 $126.00 drewl23 Suppart, Drew Filturs
either LACH  10/22/07 $200.00 gamil23 Bank, Sam Future
Void or FACH  10/23/07 £3.00 13545 Jog, Stephanis Futurs
Refund 4 ACH 10/28/07 $100.00 gamld3 Bank, Sam Future
€ bl o 11/01/07 £51.00 chamber1Z3 Chamber, Stephanie Futurs
& ACH 11/05/07 $3500.00 patisntl23 Patient, Rhatt Future
ZACH 11/05/07 $100.00 gamlE3 Bank, Sam Future
8 ACH 11/10/07 £100.00 gamild3 Bank, Sam Future
S5AaCH 11/13/07 $100.00 samlis Bank, Sam Future
10 ACH 11/14/07 £1,000.00 gaml23 Bank, Sam Future
it ACH  1lf16/07 £101.00  jewshi23  Test, Casey Futurs
1z CC i1/i9/07 51,000.00 Farmear; Lanell Future
13 CC 11/19/07 £1,500.00 Stavenl23  Patient, Steven Futura
14 ACH 11/20/07 £126.00 drewl23 Support, Drew Future
15 ACH  11/20/07 £1,717.00 12345 Jog, Stephanie Future
16 ACH 11/22/07 £200.00 saml123 Bank, Sam Future
17 ACH 11/28/07 £100.00 samlz3 Bank, Sam Futura
i8¢C 12/01,/07 £51.00 chamber123 Chamber, Stephanis Futurs
19 ACH iz/05/07 £500,00 pabienti23 Pahant, Rheit Fiiture
20 ACH iz/05/07 $100.00 samiz3 Bank, Sam Future
21 ACH 12/10,/07 £100.00 sami123 Bank, Sam Futura
22 ACH 12/16/07 #57.93 jewishi23 Test, Casay Futura
Tatal $7,832.98
Report 101wl printed from ModernPayments.Com 12/17/2007 11:58




2. Because it takes 72 hours to issio#d, it is best to issue a RefundYou can
refund up to the original dollar amount that was.ru

Zions Bank

One South Main Street

Salt Laka Cit‘,‘, UT 84111
United States

Phone: 800-789-8800 Fax:

TII Transaction Datail As OF 12/17 /2007

Entry Date 08/15/2007 2:;30:33 PM
Transaction Date 10/20/2007

Effective Dats

Account Mumber drewi2d

Name Drew Support

Address L2323 Main

Sandy, UT 84070
United States
Phone S55-1212

Payment Amount £126.00
Payment Mathod ZIONS FIRST NATIOMAL BANK
Checking Account ending in

Origin Unkewn
Select S e i
LS L [alo=al=1t )
Refund
Trangaction ID TA338843B3080247B3179251

\ Hotes
D R —————————

Yoo cannot issse fefinds in test mode

Reburn to Pravicus Page




Adding a New Management Login

1. To create a login for a new manager, log in unaer ynanagement login or
under the main admin login assigned from Zions Bank

2. On the main screen, select the option on the ilddt af the screen that says,
ADD/EDIT USER ACCOUNTS.
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3. Select the button that saysid individual account.
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4. The first thing you need to do is have the new rgananter a user name and
password. The user name needs to be differenttnertogin to process
transactions. It should also contain disrev, juydbstrust, or juvtrust at the end
(i.e. stevedisrev) to determine which site youlagging in to look at. The
password will need to at least 6 characters longnanst include at least 1
number. This password will change every 90 days.

b

[[ Login Details

=

Active © ! . ———
Active & |stevagdisrey
Password * Confirmation Password *

‘ﬁ‘i‘" User Details
First Mame ° Last Name *
|Steven |Goasiind
Company [IF different than main company)
Zions Bank [

s
[[[ User Access

DRIECT VLW ALD EDET DRELETE
CUSTOMER = =

PAYMENT [¥] [ = [+
REPORTS [+

BATCH ~]

SETTINGS [+#] [#]

REFUNDS [¥]

USERS = =
ASSOCIATIONS ] E] ] []

5. After you have entered user name and password@ndiyst and last name, the
next box will ask you to determine the user acc@see default is to have none of
the boxes are checked, you will need to check elvexyexcept for the last line
that saysAssociations. This will give the new manager access to create new
logins (both manager and user), view the batchrtepprocess void’s or refund’s,
and alter and information pertaining to the usdrs.save the new login select the
button at the bottom of the screen that s@ysate Account.

ZIONS BANK"”

Treasury Management Customer Service: 1-800-723-75



